Medical Assistance Administration Rev 1.6
School Based Administrative Match Users Guide for Web Application

Administrative Match
Users Guide

Helping Children!

Page 1 of 34



Medical Assistance Administration Rev 1.6
School Based Administrative Match Users Guide for Web Application

INTRODUCTION
LOGGING INTO THE WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE SYSTEM........ccceeeeeunenee
USER LIOGIN: ..ttt ettt ettt et e st s e e sata e e sabe e e sabe e e sabeeesaneeesane 5
HOME PAGE ..ottt ettt et et sb bt st e sae e 6
OVERVIEW: ..ttt ettt ettt ettt et e sttt et e s e et e s et st e e s et e et e e ebe e et e e saeeeabeesaeeeateeseseemneesaneemneenaneenneenane 6
STAFF & SECURITY DATA ..ottt ettt st st e ae e s ae e 7
User’s Quick Start Guide to the Staff & Security Screen (See following sections for details) ....................... 7
Display Only INFOVMQLION ...............ccccuueiiiieeiiieeece et ettt e e e e be e et e e et eeeaseeesseeeenseeas 9
AdMatch Contracts and Staff — Filter LiSt BY: ........cccocoiiuiiiiieiiieiieeie ettt 9
AdMatch Contracts and Staff — Delete Staff: ............cccooovueieiiiiiiiieeie e 10
AdMatch Contracts and Staff — Add SEAff: ..........cc.ccooioiiiiiiiiiiie e 10
AdMatch Contracts and Staff — Delete Staff or Contracts By program Code: ...............c.ccccoeeeuenn... 11
AdMatch Contracts and Staff — Grant Access to Staff To enter the System:..............c.cccceccveeveeenan... 12
AdMatch Contracts and Staff — Managing Staff Members CONtracts: ..............ccceeeeveeevvveeeveencnenenne. 14
TIME SHEET ENTRY ..ttt ettt ettt ettt et st ettt ettt e st e et esaneeneesateesneesaneenneenanens 16
N 27 7 U PPUPPPRR 16
Y 72 2 PSPPSR 16
R 727 72 TSP PPRTPPRR 16
N 722 S UP S PPSPR 17
R 27 72 U PPRRUSPPRR 18
How Do I Delete @ Time SHEEt? ...............cccooooeiiiiaiiieiieeeeee ettt 19
TIME APPROVALS — ELECTRONIC SIGN OFF ......iociiiiiiiiiiiniiiiieientesie ettt ettt st ne s sveene s 20
OVEFVICW ...ttt ettt ettt e ettt e et e ettt e ea e e e n bt e e eab e e e enb e e e eab e e e ene e e et e e entteeenneeennnes 20
Step 1: Coordinator Reviews the DiStriCts Tile...............cccoueeivvieiiuieeeiieeeiee e 20
Step 2: MAA ReVIEWS thE TUME ..........c..ccoueeiieiiiaeiieee ettt eaee e 21
Step 3: The district prints the A19 invoice and the accompanying backup report after MAA approval.......... 22
Step 4: MAA Records when A19 has been submitted for Payment..................ccccoccveveeeeieneeecnaneannn, 22
CALENDAR ...ttt ettt ettt ettt ettt ettt et a bttt s ae e bt et e bt e bt et e eas e bt et e eas e bt et e eunenbeenneeanens 23
How to Add a Holiday or Break to the Calendar ....................ccccccooviieiiiiiiiiiiaiieieee e 24
How to Edit or Change a Holiday/Break for the Calendar ..................ccccccoovevviiiiiiiieiiiiieiiieeeieene, 26
How to Delete a Holiday/Break from the Calendar ......................cccoccovviiiiiiiiiiniiiiiiiieeieeee e 28
REPORTS ...ttt ettt et ettt et et at et e it sbe bt et e s at e b e eatenbeenneeanens 29
To Retrieve Timestudy Dates: Coordinator ONLY .............ccccccoovviiiiiiiiiiieiieeeeeee e 30
COORDINATOR ADMIN FUNCTIONS ....coutiiiiiiiiiieitiniteie ettt ettt ettt et sttt st esae e s saeeneeanen 31
Time Sheet — Data ENtry DAte FIller .............cocccoooiiiioiiiiiiiiieiieeie et 31
Time Sheet — Default Paid Tile ............c...ccccoooeeeiiiiiiiiieeee ettt saae e neneeeennee s 31
INATIECE RATE........ooooeieeee ettt et ettt ettt e et e et e et e et e e eaeeenseeenseenneas 31
CONTACT US .ttt et ettt et e b e et et b et e bt sb e et eas e bt et e eanesbeeneeanens 32
SIGN OUT ..ttt ettt et ettt e s ae e et e bt st e e be e e et e e be e st e e beeeaneeeseesaneessneeaneesaneenneenaneens 33
APPENDIX A — DOCUMENT UPDATE HISTORY ......ooiiiiiiiiiiiiiieiieteniecnieetest ettt 34

Page 2 of 34



Medical Assistance Administration Rev 1.6
School Based Administrative Match Users Guide for Web Application

Introduction

Welcome to the Administrative Match on-line application. This is a web-based system that provides a
simple and central doorway to communicate with MAA. Our goal is to give schools and other
participating organizations a simple and easy-to-use graphical interface to:

Retrieve data and reports quickly and accurately.

Provide a common interface to collect and edit time reporting.

Update the on-line calendar.

Speed up and improve the accuracy of the A19 invoices with an electronic review process.
Provide an automated generation of the A19 invoice.

Contact MAA from any computer with web access.

This document will take you through the functionality of the system. Our step-by step approach will give
an overview and details for each option available.
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Logging Into the Washington Medicaid School-Based Administrative System

This system is web based, so you can access it from any PC connected to the internet. The home page
address is http://admatchmaa.dshs.wa.gov/ .

The system does have minimum requirements for the web browsers that may be used. Explorer 5.5 (sp2)
or Netscape 6 (or newer of either) are the supported browsers.

Below is the login page as it should look:

2} Washington Medical Assistance Administration - Microsoft Internet Explorer = [ZI[EIFXI
¢ File Edit  Wiew Favorites Tools  Help  Links :,'

I [Illii.lln State Department of Social & Health Services

MEDICAL ASSISTANCE ADMINISTRATION
WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH

Welcome to the State of Washington
School-Based Administrative Match

User Login: > e
On-Line Web Application
To access the system, please g Do youwantto learn more about Washington Administrative Match?
enter your e-mail address Pleasze visit the administrative Match infarmation home page at
and password. http:ffmaa dshs wa gow/Admin_Match_Schaoals,
Ermail: || |

# Do you want to register to use the Washington Administration Match

online web application? If vou are a non-contracted school district, or
Passward: | | if you are a contracked school district but need help getting starked,
please contact the Washington Medicaid Administrative Match program
staff at 360-725-1911,

g Pleasze read the Medicaid Adrinistrative Match Online Application
Terrnz of Uze agreerent. Click here to read.

§ Are you a current user and forgot your password? Please contact 360-
725-1911 to have your password re-set,

Irmportant Motice: Thiz site requires a minimum of Internet Explorer 5.5 sp2 or Metscape &,

rou can downlaad IE here, g Download Metscape here,

This site was last modified 1/27/2004 v

@j \_-_g Local intranet

Three important notes to highlight:
1) This is a secure system, and only authorized individuals are allowed entrance.

2) An electronic agreement to the terms of acceptance is required to gain access.
3) Help is a phone call away. See the main screen for contact information.
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User Login:

Where is it? It is the gray box located on the left side of the screen.

Email: This is the email address on record with MAA and recorded in the system. This is essentially
your user ID. If you do not know what this is, refer to the email we sent you and look at your email
address or consult your IT support staff. If these steps fail, contact MAA for assistance.

Password: This is your password into the system. DO NOT share this with anyone. As explained in the
terms of acceptance, you are fully responsible for all actions used with this ID and password. If you feel
your password has been compromised, you can call MAA or email MAA and have your password reset so
that your next login will require you to specify a new password.

The first time you log in to the system, use the initial password assigned to you by MAA via email or
phone. The system will prompt you to choose a new password the first time you log in. From then on,
only you should know your password. If you happen to forget, please call MAA. Your password will be
reset to a new temporary password, which you will need to change when you log in again.

If you have errors or cannot get access to the system, please call Ramona Roberts at (360)-725-1911 for
assistance.
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Home Page

This is what you should see after logging in as a coordinator, or something similar. Not all browsers

render the picture exactly the same way. Other user types, such as a staff user, will see a smaller
navigation bar across the top.

<3 Washington Medical Assistance Administration, - Microsoft Internet Explorer E ['. ”'I:I |r5_<|
: File Edit View Favorites Tools Help :f'
: A ) e > 3 : >
e Back ~ () \ﬂ ,;,: D) | ) Search ¢ Favorites @ Media {‘3 i _] :‘i : Links
A
"
MEDICAL ASSISTANCE ADMIMNISTRATION
WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH
Welcome june Cleaver
URITY | TIMESHEET EMTR.Y REVIEW CALEMDAR. REI L S | SIGM O ADMIN HELP
Welcome!
Thiz is the Washington Medicaid Administrative Match on-line application. A description of each of the abave
navigational links is below, Please note that not all users of thiz application have access to all fundctional areas.
In addition, a MEWS itern is featured which will provide you with any current news information relating to thiz web
application that vou will need to know about, Feel free to return to this page at any tirme by selecting the HOME
link above.
NEWS! PLEASE BE ADVISED THAT THE ADMINISTRATION RESERWES THURSDAYS FROM MOON-1 PM FOR
: SYSTEM MAIMTEMAMCE, THE SYSTEM IS OTHERWISE AVAILABLE AT AMY TIME.
STAFF & Use this link to view and edit your eligible staff information, This page also includes contact
SECURITY information, and general school district information.
JELIESHEET Use this option to enter time study data for participating staff,
ENTRY
If you are a School Districk coordinatar, will vou see the status of the current review process, If
TIME REVIEW h - .
you are an MAA pragram manager, you will use this link to perform the review,
CALENDAR The calendar reflects the state holidays and non-work days that we have available for yaour
zchool district, Please vizit this link and make corrections as needed.
REPORTS Reports, A19 docurnents, or other prinout options are available here,
v
&] Done & Local intranet
-
Overview:
"

This is the home page for the system after logging in. The red bar near the top is the navigation bar
for the system. The high level functionality for each option is described after the yellow news box. Please
pay attention to the yellow box when logging in. This is where MAA staff will put new or urgent
information you may need to know concerning the AdMatch program.

To go to the topic of choice, you simply click on the topic name in the red menu bar.
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Staff & Security Data

User’s Quick Start Guide to the Staff & Security Screen (See following sections for details)

1. Open the System

What does it mean to “open the system”?
This is the process where the coordinator grants access to users to allow them into the system, for the
coordinators district. The coordinator should keep their password secure to ensure only they can approve
the districts quarterly time. But, grant others access into the district portal to assist in data entry.

There are three basic security access levels
e Coordinator Assistant
All the rights of the Coordinator except approving & locking quarterly time records.
¢ Building Coordinator
All the rights of the Coordinator Assistant limited to their assigned building.
e Staff User
Login, Enter Time, and See Personal Time Report.

2. Staff Listing — Review Step 1

The next step is to review the staff list of people, not the contracts. This personnel list is for AdMatch
only, so we recommend the following steps

e Delete all Non-Eligible Staff (100% Funded by other Federal programs, Non Participating...)
If partially funded, DO NOT delete the staff member. Instead, keep the staff member in the list BUT
delete the Federal Funded contracts from being used for reimbursement, OR reduce the contract
amount to remove federal compensation. This includes salary and benefits.

Removing these staff members will decrease the drop down selections to participating staff.

e Add any missing Staff
The data is preloaded from your S275 data this one time, but needs to be updated. Each school district
will be responsible to maintain the data from this time forward.

e Remember to Keep Coordinators in the staff listing.

(Even if not filling out a timesheet, these staff must be in the listing to gain access to the system)

3. Training
Each person, granted access to the system, will need to be trained by the coordinator or district expert on the
aspects of the system pertaining to their duties. MAA is available by phone for questions, but delegates the
district wide training and usage of the system to the school district.

4. Time Entry
Now that participating users have been granted access, staff lists reflect only participating staff, and system
users trained, time can be entered for each time study day, for each participant.

5. Staff Listing — Review Step 2
The second pass at reviewing the staff in “Staff & Security” should focus on the accuracy of the contracts
listed. Contracts ineligible can be marked ineligible, or deleted. ONLY contracts that qualify for AdMatch
should be remaining, and the information accurate. The A19 will be generated from this contract detail.
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Display Only Information

<) Washington Medical Assistance Administration - Microsoft Internet Explorer,

¢ File Edit View Favorites Tools  Help

Contract AddreSS: eBack - _) \j m .lj /. ) Search “5\  Favorites @Medla €} <] - :7_ _] ﬁ
This is maintained by MAA. It is the

address reflected on contract for mailing
the A19 check.

i Address |ﬁj httpffmasaxp.dshs.wa,gov/ADMatchMAATEST Profile. aspe

I'lllil.!.llll State Department of Social & Health Services

Contract Rate Inforrnation. MEDICAL ASSISTAMCE ADMIMISTRATION

o R . WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH
This is maintained by MAA. 1t is the Welcome June Cleaver
rates used or going to be used for the . —
A19 calculations. —

CAMCEL

District Coordinators:
These are the staff personnel that have
been assigned as coordinator or

1 1 1Q 1 DISTRICT £SGRUINATORS 2003-2004
coord.lnator assmta'nts.. T:hlS isa r.esult of P P e ey
granting access to individuals with the Benny Hill, Backup Soordinator
coordinator assistant role. > \Jv,mf'\ Primary Coordinator

CONTRACT RATC iNFORMATION

Indirect MER

QLYMPIA SCHOOL DIST 111
1113 LEGION WaY SE

20032-2004  Quarter 1 16,00 55.00

Quarter 2 16,00

2003-2004 Quarter 3 16,00 a

3Q032-2004  Quarter 4 16,00

CAROL HUSKE, Coordinator Assistant
AMIE ADAMSON, Coordinator Azsistant

AdMatch Contracts and Staff — Filter List By:

ADMATCH CONTACTS AND STAFF
Purpose: Display only a targeted list of staf’ Flter Usths) O 4 suaté O nuding cosreinators O aoreinator Assistants @ pragram Codes
lect S (
The four Optlons are.: FORBLISH, LYNNE R
HALE, DEBORAH RAE
1. All Staff D First Names | ]
. .. . . PREPPERMAU, JANE E
Display all staff personnel participating in VERER, RACHELLE Apamme idcle Nare: | \
the AdMatch program. s rames ‘
o1 qe . M [ pesignated staff
2. Building Coordinators G g |
Display the staff assigned as coordinators
for their assigned building. WGTE ! To enable this staff person ta be an ADMateh system user,
N . L Ezt:; actcées\:st their Email Address and User Type then select "Grant
3. Coordinator Assistant il Addresss|
Display all staff assigned with the iy I
Coordinator Assistant Role. [ ¥ X ]
Grant User Access| |Revoke User Access| |Reset Password|
4, Program Code
Click on the Radio button to select program code.

A drop down list of program codes will appear. Select one by clicking, and the list will filter the staff list to
only those staff that have a contract with the selected program code.
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AdMatch Contracts and Staff — Delete Staff:

Locate the individual in the list.
Click on the name. There will
be a delay while the system
loads the individual’s data into
the display area. To delete this
staff member from the system,
Click on the Delete button. —_
A dialog box will appear asking
confirmation to delete — or not?
Select “Cancel” to not delete, or
“OK” to continue. There will be
another delay (screen flash),
while the system processes the
request. When screen refreshes,

Filter List by:

Select staff:
AARP, G P
A, WILMA A
ABADI, MARCELA
ACKELSOM, DANISE MCGREW
ADAMS, TOLLEEN A
ADAMSON, STEPHAMIE
ADDERLEY, SARAH L

__|[ADRIAN, AMANDA MEELTIE

PALILA M,
ALBEE, ROBER
ALDRIDGE, JACK C,
ALEXAMDER, KELLY M
ALLEM, MARGARET L.
ALLEMDER., BREMDA GAIL
ALLISON, GREGORY <
ALONGI, THOMAS ANTHONY
ALOMSO, JOSEPH L
AMES, WICKI L.
AMES, WICKIE LYNN
AMIDOM, BARBARA A
AMIDON, JOHN R
AMOE, CATHERIME ELIZABETH

@AII Staff lC}Building Coordinators

AARP, G P

First Mame:
Middle Name:

Last Name:

Cert Id:

Admin Building:

Email Address:

Phone:

O Coordinatar Assistants

=1
p
AARP

236026

01

Save

Cance

Rev 1.6

O Pragram Gode:

I:‘ Designated Staff

Del=te

MOTE: To enable this staff persan to be an ADMatch systerm user,
e reail A =m0 elet A = O

enter at laa

Microsoft Internet Explorer

AMOE, KINTA LEE

the staff member is removed,
and the screen is reset with
nobody selected.

AMDERS, PALL A,

AMDERBERG, CHRISTIMA I,

AMDERSOMN, BURKE R
AMNDERSOM, CAMI LOUISE
AMDERSOM, DANA PHILLIP M

User Type:

“-- Sele

Grant Us

AdMatch Contracts and Staff — Add Staff:

STEPHANIE ADAMSON, Coordinator Assistant

ADMATCH CONTALTS AND STAFF

Step 1: Click on the Add New Staff Person __|

Button. This will clear the general information
fields described below.

Step 2: Enter the general information for the
staff member.

Step 3: Click Save to Add the staff to the
listing. The screen will refresh, adding the staff
member to the database and displaying to the
staff list.

General Information consists of 6 possible data
fields for starting a new staff member.

First Name: Required
Middle Name: Optional
Last Name: Required
Cert ID: Optional

el S

ADAMSON, STEPHAMNIE

BT RENDA GAIL
ALLISOM, GREGO!

Filter List ByT
Select Staff:

Building Coordinators

\:{_/ Are you sure you want ko this delete this person?

[ o | l Cancel

OCDDrdinatnr Ascistants Opmgram Code:

AADDLE, BERTHA H A
ABADI, MARCELA

ACKELSON, DANISE MCGREW
ADAMS, COLLEEM A

ADRIAM, AMAMDA MEELTIE
AKERLUND, PALLA M,
ALBEE, ROBERT £
ALDRIDGE, JACK C,
ALEXAMDER, KELLY M
ALLEN, MARGARET L.

ALONGI, THOMAS ANTHONY
ALONSC, JOSEPH L.

AMES, VICKI L.

AMES, VICKIE LYNM

AMIDON, BARBARA A
AMICON, JOHN R

AMOS, CATHERIME ELTIZARETH
AMOS, KIMTA LEE
AMDERBERG, CHRISTINA J.
AMDERS, PAUL A,

AMDERSOM, BURKE R.
AMDERSOM, CAMI LOUISE
AMDERSOM, DANA PHILLIP
AMDERSOM, JAMES W, b

Email Address:

Phone:

Add Mew Staff Person

[ pesigdated staff

MNOTE: To enable this staff person to be an ADMatch system user,
enter at least their Email Address and User Type then selact "Grant
Usar Accass",

User Type:| <-- gglect --> v

[wrant Usar accesd] [Reveke User acasd [Reset Passuard

This is the teaching staff’s certification ID. It is used to help uniquely identify staff.

5. Designated Staff: Optional

This will be used later to flag staff members that are required to fill out time studies.

6. Admin Building: Required

This indicates which building the staff members time will be reported. This is also used to determine which
staff members the Building Coordinator will be able to view.
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AdMatch Contracts and Staff — Delete Staff or Contracts By program Code:

Staff & Security Screen.

Purpose: Delete staff or Contracts, in bulk, by program code.

If I would like to delete all program code 99 (pupil transportation), since they are not participating in
AdMatch for my pretend district, go to the filter list, select program code. I select program code 99 and

wait for the system to refresh. I now see only individuals with program code 99 contracts. They may have
more contracts, but they at least have one contract coded as program code 99. Two buttons appear under

the program code I selected.
OFagresacods, 92 ¥

The first button will delete staff, who only have one contract, and it is the one listed.
The second button will delete ALL contracts for ALL Staff that have the selected program code.

ADMATCH CONTACTS AMD STAFF
Filter Listby:

OAII Staff OBuiIding Coordinators O Coordinator Aszsiztants

Select Staff:

If a person has 2 contracts, one is the selected program code, and the other not, they would not be deleted
in the delete staff button.
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AdMatch Contracts and Staff — Grant Access to Staff To enter the system:

There are three basic security roles to this system. Each allows entrance to the system, but also defines the view

and functionality available to the user.

The three basic security roles are;

e (Coordinator Assistant

All the rights of the Coordinator except approving & locking quarterly time records.

Suggestion:

This would be a staff member that administers district level data such as staff contracts, time sheets,
calendars, and district level reports.

Building Coordinator

All the rights of the Coordinator Assistant limited to their assigned building.

Suggestion:

This would be a staff member that administers a physical building and needs to see data such as staff in
the building, time sheets for local staff members, and building level reports.

Staff User

Login, Enter Time, and See Personal Time Report.

Suggestion:

This would be a line level staff member that enters their own time, needs to see data such as their own
time sheets, and reports of their time entered.

Assign a Coordinator Assistant

Step 1:

Select the staff member by clicking on
the name in the Staff listing. This will
fill in the general information area.

Step 2:
Type in the staff members district

11M# 1B, LOOFIINATOF ASSISTANT

Filter List by:
5

-
At WILMA A
A g
ACKELSON, DANISE MCGREW
ADAMS, COLLEEN A
ADAMEON, STEPHAMNIE
ADDERLEY, SARAH L
ADRIAM, AMAMDA MEELTIE
AKERLUMD, PALLA M,
ALBEE, ROBERT &
ALDRIDGE, JACK C,

e-mail address. This is required, when —_|sexancer, keLiy m

granting initial access or resetting a
password. An e-mail is sent with a first
time password, which they will use for a
first time sign on, and then be required
to set their own password.

Phone is Optional.

Step 3:

Select the staff member’s access role or
User Type as described above. Here we_—
are selecting the Coordinator assistant.

Step 4:
Click on Grant User Access and an

EM, MARGARET L.
BREMDA GAIL
ALLISOM, GR JC
ALONGI, THOMAS Al
ALONSO, JOSEPH L.
AMES, VICKI L
AMES, VICKIE LYNM
AMIDON, BARBARA A
AMIDON, JOHN R

AMOS, CATHERIME ELIZABETH
AMOS, KINTA LEE
ANDERBERG, CHRISTINA L
AMDERS, PALL A,
AMNDERSON, BURKE R.
AMDERSOMN, CAMI LOUISE
AMDERSCOMN, DAMA PHILLIP

AMES, VICKI L.

AMES, VICKIE LYNM

AMIDON, BARBARA A
AMIDON, JOHN R

AMOS, CATHERIME ELIZABETH
AMOS, KINTA LEE
AMDERBERG, CHRISTIMA I,
AMDERS, PALL A,

~ThtEr BLIEKE R

e-mail will be sent to the staff member
with a first time login id.

AMNDERSOMN, CAMI LOUISE
AMNDERSON, DANA PHILLIP
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O Coordinator Assistants

First Mame: | g
Middle Name: | T

Last Name: |Aan

Cert Id:

Admin Building: (5144

ADMATCH CONTACTS AND STAFF

O Program Code:

[ T

D Designated Staff

[ Save ] [Cancel ]

[Delete ]

MOTE:S

Email Addrkss: |gtaza@osd wednet.edu

Phone:

User Type: | =-- Salect -->

Enter at least their Ernail Address and

g be an ADMatch system user,
Sehact Add to Systern.

Email Addrass: |gtaza@osd wednet adu

Phone:

User Type: | Coordinator Assistant

\> Grant User Access)

w

MOTE: To enable this staff person to be an ADMatch systern user,
enter at least their Ernail Address and select Add to System.

Add Contract
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Assign a Building Coordinator

Step 1:
seleCt the Staff member by CIiCking on R tl=thy: @AII Staff OBuiIding Coordinators OCoordinator Assistants Oprogram Code:
the name in the Staff listing. This will el — YT
fill in the general information area. [Rass, withia A
ACKELJSON, CAMISE MCGREW First Name: |5
ADAME, COLLEEN A
. ADAMECN, STEPHAMIE -
Step 2: ADDERLEY, SARAH L Middle Name: | T
Type in the staff members district RERLUNDL Ba AT Last Name: [
. . . . ALBEE, ROBERT 5
e-mail address. This is required, when ALGRIDGE, JACK C. Cert Id: [ besignated staff

ALEAANDER, KELLY M

granting initial access or resettinga
password. An e-mail is sent with a first ALLISON, GRSy
time password, which they will use for a ALONSC, JOSEPH L.

AMES, WVICKI L.

Admin Building: (5194

[ Save ] [Cancel] [Delete ]

3 . . o) T=TEhle this St anto be an ADMatch system user,
first time sign on, and then be requlred AMES, VICKIE LYNN \ enter at least their Email Address and alect Add to Systern,
to set their own password AMIDON, SOUN R+ Email Addeess: [gtaaa@osd wadnat edu
W passwi . AMOS, CATHERINE ELIZABETH Phonat
AMOS, KINTA LEE
AMDERBERG, CHRISTIMA J, User Type: | Coordinator Assistant | %
. . AMDERS, PAUL A, =-- Select --»
Phone is Optlonal. ANDERSON, BURKE R,

Assistant
srdinator

ANDERSOM, CAMI LOUISE
AMDERSON, DAMA PHILLIP v

Step 3: Add Contract
““““““ ) sy
Select the staff member’s access role or
User Type as deSCI‘Ibed abOVC Here we LHE MOTE: To enable this staff person to be an ADMatch systern user,
X X . * R AMIDON, BARBARA A enter at least their Ernail Address and select Add to System.
are selecting the Building Coordinator. o INE ELIZABETH Email Address: [j2dd@ozd, vednat,2du
AMOS, KINTA LEE Phone:

ANDERBERS, CHRISTINA 1,
S 4. AMDERS, PALL A User Type: | puilding Coordinator * Buil G
tep 4: ANDERSON, BURKE R,

Assign the Building Coordinator to a NDERSON DANA poicias | v
building. **Required ———— E

Step 5:
Click on Grant User Access and an
e-mail will be sent to the staff member you entered, with a first time login id.

Assign a Staff User

This process is the same as adding a Coordinator assistant (above), except choosing “Staff User” for the User Type
list. Please see Assign Coordinator Assistant fir the detailed steps.
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AdMatch Contracts and Staff — Managing Staff Members Contracts:

Upon initial implementation of the system, MAA loaded the S275 data that school districts submitted to OSPI. But,
this data is simply a snapshot, to minimize data entry, and not up to date. It is the responsibility of each school
district to manage this data. It can be Changed, Deleted, or Added.

Suggested Strategy:

Delete all contracts that are not eligible for reimbursement. This includes supplemental contracts that might not be
“reasonable”, or appropriate. Maybe a particular contract for an individual is 100% funded by another Federal
program, or earmarked by special funds that might not qualify for Admatch.

Review the contracts before printing the A19. The financial info in the contracts area is used to calculate the
reimbursable costs. School districts are responsible for all information in the system.

Interpreting The N o
Contracts 1205 84 &3121.00  6112.00 Q2002 302004 2342 T2 182.00 CERT
Celete
01 27 G0.00 2979.00 G112.00 QMIZ003 6302004 1035 T2 182.00 CERT
Lelete
Field Name Field Description System Use
Program Code See Appendix A of the S-275 Personnel Reporting Instructions. It is often Edits & Auditing
associated with school district budget codes
Act Code This is the activity code as defined in Appendix A of the S-275 Personnel Edits & Auditing
Reporting Instructions.
Salary The Annual salary for the contract. It does not matter what kind of contract. Al19
Benefits The annual benefits provided for the employee. Al9

This will ONLY be collected from one contract. If there are base contracts,
contract Type = 0, the application will pull from the one that has the largest
salary. If no contract Type = 0, then the application will again sort by salary, and
grab the benefits from the record with the largest salary.

Start Date First Day the contract is effective. If there is no contract with a Start and End date ~ Edits & Auditing
surrounding the time study day, the staff member will not be in the selection list
for entering time study days.

End Date Last Day the contract is effective. If there is no contract with a Start and End date ~ Edits & Auditing
surrounding the time study day, the staff member will not be in the selection list
for entering time study days.

Building The building number, where the contract is stating work will be performed. Initial Load &
** Possibly phased out next school year. Migrating toward the Admin building Auditing
field in General Information.

Hours Hours Per Day the staff is contracted.

Days Contracted Days. Al19

FTE Type Certificated or Classified. System Edits
Contract Type 0-4. Determines what kind of contract. A19 & Edits

0 = Base Contract. Requires Days & Salary. (Cert or Clas)

1 = Cert. Supplemental. No Days/Hours Required, Only Salary Required.

2 = Cert. Supplemental. Requires Days & Salary.

3 = Clas. Supplemental. No Days/Hours Required, Only Salary Required.

4 = Cert. Supplemental. Requires Days, Hours & Salary. Extended Learning
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Deleting A Contract
To delete a contract, you use the
. ] 3 Salary Eenefits End Building FTE FTE

controls located on the left side of - : ate Hours
the TOwW that the contract is listed o1 27 120584 S2121.00 E112.00 9M2002  G3002004 2342 Tz 18z.00 CERT
Click on the Delete link, the page Delete
Will refresh and the row Will be o1 27 60.00 2079.00 E112.00 9/2002  B430/2004 1025 Tz 18z.00 CERT

Delate

gone. If the contract is not displayed
in the grid, it will not be used for
the A19.

Adding a Contract

\Add Mew Contract '
End Euilding |Hours =10 Con L=t
Date

| [s/1/2003 | [e/20/2004 | (2066 | [s91.00] [0

To add a contract, Click on the
Add New Contract button. This
will refresh the screen, and will
display with the fields ready for
entry. Type in the required data and click on the update/save button. This will refresh the screen, save the data, and
display with the changes.

Eensfits

C I_'I. =

Cancel

[ea74.00 | [0 | [cerT %] [0

Editing a Contract
Date Hours =] Type

you start the process by CliCkil’lg on a1 27 120584 5312100 611200 92003 6002004 2342 712 18.00 CERT
the Edit button located on the left.

The rest Of the pI'OCCSS iS the same it 01 27 50.00 2879.00 511200  9/1/2003  6/30/2004 1035 7.z 182.00 CERT
as described above in Adding a new

contract.

Just like adding a contract, except - '
Celate
Delate

Page 15 of 34



Medical Assistance Administration Rev 1.6
School Based Administrative Match Users Guide for Web Application

Time Sheet Entry

This is where time is entered for each timestudy day. The form should resemble what is below:

2l Washington Medical Assistance Administration - Microsoft Internet Explorer E - ][E|§|
: File Edt V¥ew Favorites Tools Help ;'
2 M — n N : »
Q Back ~ | \ﬂ ,y: _I\J Pl | Search ‘:\T—’ Faworites @ Media &2\2 == E .;“ Lirks
~
: Niihington State Department of Social & Health Services
MEDICAL ASSISTANCE ADMINISTRATION
WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH
Welcome June Cleaver
LIRITY | TIMESHEET EMTRY | REVIEwY | CALEMDAR | REl A < SIGM CUT | ADMIM HELP
TIMESTUDY TIME SHEET: CLYMPIA SCHOOL DIST 111 CAMCEL
Select a quarter: Quarter 2 v
Select a timestudy data: ¥ | Pleara wait for Staff List reload after selaction of timestudy date. ..
Select a staff person: | * = Timesheet data previously entered,
SELECT tirme for each applicable line, Also add cormments, total paid tirme.
TIMESHEET FOR: DﬂTE
Time
E
EDUCATIONAL SCHOOL-RELATED & ACTIWITIES - Teaching, extra-curricular 2--Salect--=
activities, IEF development, coordinating/monitoring IEP=, discipline,
evaluating curriculurn or instruction, career guidance, and general supervision
of students,
4 DIRECT MEDICAL SERVICES - Provision of care, treatrment/patient fallow-up s--Seled-- v
and/ar counzeling sarvices, and the related adrinistrative/clerical activities and
staff ralated travel
10 |SVSTEM SUPPORT OR PEROMAL TIME - Breaks, paid time not at work: staff or || 2_galact--= v
district-level meetings; supervision or evaluation of staff; establishing school
goalsfobjectives; administrative or clerical activities.
9a REFERRAL, COORDIMATION & MONITORING [ATTACH COMPLETED TRACKIMNG “--Salect--= w
SUIDE) - Referrals for non-medical services or state education ageny
rmandated child health screens (Free Care), (e.g.. vision, hearing, zcaliosiz) v
@j &J Local intranst

Step1

Select the appropriate timestudy quarter. The default is the current quarter as of the day you are
entering it, but you can change it to a previous quarter (if it is not closed to data entry). No timestudy days
will be available until this step is completed.

Step 2

Select a timestudy day. Click on the dropdown selector, and choose which day you are going to
enter time. The sample days your district, or organization, were given by MAA will be in the list. No staff
names will be available in the next step until a day is selected.

Step 3

Now select a staff member. Only those staff members who are eligible for the selected day will be
displayed in the list.
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Some instances where staff might be missing from the list are: (See Staff & Security Data)

1) Hired after the selected timestudy day.

2) Terminated before the selected timestudy day.
3) Staff member is marked as ineligible

4) Staff member is not entered in the staff listing.

For both #1 and #2, verify the Time Study day falls in between the Start and End dates of at leat one
of the contracts for the staff member in question.

Step 4

Entering the time for each appropriate activity.
Key points:

1) ONLY enter time in activities you did on this particular timestudy day.
2) You MUST account for your entire workday, not just reimbursable activities.
3) You DO NOT need to enter zeros in activities you did not perform.

To add time reporting to an activity line, click on the drop down selection in the right hand column of the
same row as the activity to get your choice of time.

2 Washington Medical Assistance Administration - Microsoft Internet Explorer,

B D@rﬁ |

. Eile Edit Mew Favortes Tools Help l'r

E " " . n
: - 1 \ ) . ; . 3
Q Back > x ,,: W | Seatch c;/_\f:’ Favorites @ Media 6-4{

33

 Links

NiEhington State Department of Soci

MEDICAL ASSISTANCE ADMINISTRATION ohrasn
¥ 30 Min

WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRAo Hr 45 min
1 Hr 0 Min
1 Hr 15 Min
HOME | PROFILEDATA | TIMESHEETEMTRY | REVIEW | CALENDAR | REP 1 Hr 30 Min
1 Hr 45 Min
2 Hr 0 Min
2 Hr 15 Min
TIMESTUDY TIME SHEET OLYMPIA SCHOOL DIST 111 2 Hr 20 Min
2 Hr 45 Min
3 Hr 0 Min
Select 2 quarter: Quarter 2 hd 2 Hr 15 Min
3 Hr 20 Min
3 Hr 45 Min
Select a timestudy date: | 12/09/03 V| Flease note Staff List relpa|d Hr O Min
4 Hr 15 Min

4 Hr 20 Min
Selact a staff person: AMES, WICKI L ¥ | * =Times4 Hr 45 Min

SELECT each applicable line to enter and save time. Also add comments, toS Hr 20 Min

& Hr 15 Min
S g P AMES, WICKIL DATE 12/09/03 & Hr 30 Min

& Hr 43 Min
E 7 b Sa b

7 Hr 15 Min

EDUCATIONAL SCHOOL-RELATED & ACTIVITIES - Teachin, extra-curricular “--Salect--= v
activities, IEP development, coordinating/monitoring IEPs, discipline,

evaluating curriculurn or instruction, career guidance, and general supervision
of students,

4 DIRECT MEDICAL SERVICES - Provision of care, treatrnent/patient fallow-up s--Seled--x v
and/ar counseling services, and the relatad adrinistrative/clerical activities and
staff related travel

10 |SYSTEM SUPPORT OR PEROMAL TIME - Breaks, paid time not at work; staff or ([ < gglact--=» v
district-level meetings; supervision or evaluation of staff; establishing school
goalsfobjectives; administrative or clerical activities.

03 REFERRAL, COORDIMATION & MONITORING (ATTACH COMPLETED TRACKING z--Saled--= “

GUHTREY - Rafarrals far nan-rmadical camiras ar otata aduration anann
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Totaling the day’s time.
Located at the bottom of the detailed time codes, is a drop down selector to enter the paid time
worked(contracted hours). Enter the paid time worked gnd click on the Balance button. This Balance will
total the detail lines of your actual work day. It should/be the same or greater than the paid time entered.
The save button will not be available until time report

Comments.
There is a comment box for recording any text notge
This is optiongl and for general information.

from the paper worksheet that may need to be saved.

Step 5

Saving the time Entry. DO NOT FOR
button to save your entries. Otherwise, they »

to save the time entry. Click on the “Save Timesheet”
ot appear on the reports.

2} Washington Me lical Assistance Administration - Microsoft Internet Explarar

¢ File Edit Wiew [ Favorites Tools  Help
- . —. n >
O Back ~ x ,‘,: ..‘J 7 ! Search :\' Lirks
Ia F
education,|wellness & prevention programs, IDEA, and chi S
1bh | OUTREACH - Inform potential eligibiles about Medicaid
care & enfourage access
23 |FACILITAJIMG APPLICATIONS - Explain eligibility proceds & how to ap)
programg like IDEA, TANF, & reduced lunches
2h | FACILIT
applicatign process; verify current status
5a | TRAMSPGRTATION - Scheduling ar arranging transpfrtation naot in guppart of
Medicaid covered services(e.q., sacdial, vocational,
activitie
5h | TRAMSPORTATION - Scheduling or arranging tra
service
7a PROGRAM PLANMING, POLICY DEVELOPMENT 2 IMTERAGEMCY CODRDIMATION -
Improding coordination/delivery/planning for flon-rmedical servicks (=2.g., socdial,
vaocational, state rmandated child health) scregning, paolicy devefoprent, far
zchaal[aged children
7b PROGHRAM PLAMMING, POLICY DEVELOPMEMT & IMTERAGEMCY COORDIMATION - “--Salect--=
Irmproping coordination/delivery/planning rnedical/dentalfrmyental health
servicgs to school aged children
fBa | TRAINING (PARTICIPATICOMN IN OR COORPINATION] - Improvjng delivery & z--Saled-- v
refertgl to non-Medicaid services like IDFASChild Find activitig=/programs
gh | TRAINING (PARTICIPATION IN OR COORDINATION] - Improfing delivery & aselad- 2
referfal to Medicaid related services, efrly identification & referral for special
heal§h services like EPSDT, or adminigtrative requirernents felated to Medicaid
servijces
Enter total paid time worked: | 7 | Hes |20 i [ Balance ] |? Hrs 30 Min
Commel (only alpha /numeric characters will be accepted):
General notez or explanations,
Save the timeshest! SAVE TIMESHEET
w
&] oone &J Lacal intranet
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How Do | Delete a Time Sheet?

If you have entered time for an individual, and wish to remove the entry, there is a way to accomplish this
task.

1) Select the Quarter, Time Study date, and person to select the individual time sheet desired.
2) If'this is an existing time sheet entry, a “Delete Timesheet” button will appear.

i Washington Medical Assistance Administration - Microsoft Internet Explorer, = - ][E| § |
¢ File Edit Wiew Favorites Tools Help
3 M — n - F »
E 1 \ ) ] " i - ‘\i T
Q Back - &) \ﬂ ,y: (ul | A~ Search g Favorites @ Media 6\( T b E ‘i Links
~
% Wiighington State Department of Social & Health Services
MEDICAL ASSISTANCE ADMINISTRATION
WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH
Welcome June Cleaver
HOME | STAFF & SECURITY | TIMESHEET ENTRY | REVIEW | CALENDAR | REPORTS ACTUS | SIGNOUT | ADMIN | HELP
TIMESTUDY TIME SHEET: CLvMPLA SCHOOL DIST 111 CAMCEL /
Select a quarter: Quarter 2 s
Select a timestudy date: 01/07/04 M| Please walt for Stalf List reload after selection of Himestudy date. .
Select 2 staff person: ABADT, MARCELS | * = Timesheet data previously entered.
SELECT time faor each applicable line, Also add comments, total paid time.
Time
M
EDUCATIONAL SCHOOL-RELATED & ACTIVITIES - Teaching, extra-curricular & Hr 15 Min
activities, IEP development, coordinating/monitoring IEPs, discipline,
evaluating curriculurn or instruction, career guidance, and general supervision
of students.
4 DIRECT MEDICAL SERVICES - Provision of care, treatment’patient follow-up s--Seled--% w
and/or counzeling services, and the related administrative/clerical activities and
staff related travel
10 |SYSTEM SUPPORT OR PEROMNAL TIME - Breaks, paid time not at works staff or  |[g pr 15 Min 3
district-level rmeestings; supervision or evaluation of staff; establishing school
goalsfabjectives: administrative ar clerical activities,
L Fo REFERRAL, COORDIMATICON & MONITORING (ATTACH COMPLETED TRACKIMG “--Salack--= w
SUIDE) - Referrals for non-rnedical services or state education ageny
rnandated child health screens (Free Care), (e.g., vision, hearing, scoliosis) v
&] pone &J Lacal intranet

3) Click on the button, and the timesheet will be deleted.
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Time Approvals — Electronic Sign Off

Overview

This is the process that tracks the status of the quarterly time study review. No paper invoice is
submitted to MAA until both the school district and MAA have had an opportunity to review the
submitted time entry.

MAA reserves the right to question time submissions for compliance with program guidelines.

Step 1: Coordinator Reviews the Districts Time

The first step is for the designated District Coordinator to review the reports provided for the time study
submissions and contract review. There are several reports available that will assist in the review process.
There is an individual detail report, a quarterly summary by individual, a detail report by building and a
report displaying contracts with federal program codes. When the designated coordinator is satisfied the
time reporting and contract details follow the program guidelines, they will approve the time.

To do to this, click on the “Approvals” menu item. This will display the options below. Select the school
year, click on the desired quarter and press the “submit” button.

3 Washington Medical Assistance Administration - Microsoft Internet Explorer,

: File Edit View Favorites Tools Help

eBack ) | \ﬂ @ ;j /.._\J Search “‘{/E{Favorites @Media {‘3 g~ .:,‘_ _] 'ﬁ

t, Nas l'n;-fun State Department of Soclal & Health Services
MEDICAL ASSISTANCE ADMINISTRATION
WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH

Welcome June Cleaver

HOME | STAFF & SECURITY | TIMESHEET EMTRY REVIEW CALEMDAR, REPORTS COMTACT IS [ SIGN OUT ADMIN HELP

TIMESTUDY QUARTER REVIEW : ©OLYMPIA SCHOOL DIST 111 CAMCEL

REYIEW PERIOD CRITERIA

School Year: | 2003-2004 w

Quarter: O Quarter 1 O Quarter 2 @ Quarter 3 O Quarter 4
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Next, the screen will refresh with the review steps; seen below.

2 Washington Medical Assistance Administration, - Microsoft Internet Explorer E |Z||E||X|

&

»

© File Edt V¥ew Favorites Tools Help

@Back - -\_) @ @ \I_h pSearch “-f?/r\\_.’f‘Fa\-'orites QMedia @ Bv .{_; \_‘J .‘5 éLinks

|>

1 - - + Je §
I i .' (WiiShington State Department of Social & Health Services

EDICAL ASSISTANCE ADMINISTRATION
ASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH

elcome June Cleaver

HOME | ST ATY | TIMESHEETENTRY | REVIEW | CALENDAR | REPORTS | CONTACTUS | SIGNOUT | ADMIN | HELP

IMESTUDY QUARTER REVIEW : OLYMPLA SCHOOL DIST 111 CAMCEL

REYIEW PERIOD CRITERIA
School Year: | 2003-2004 b
Quarter: O Quarter 1 @ Quarter 2 O Quarter 3 O Quarter ¢4

STEP 1 - SCHOOL DISTRICT REVIEW I
Quarter Mot Yet Approved

omrments: |

Approve Tirme

STEP 2 - MAA PROGRAM REVIEW I
Quarter Mot Yet Approved

STEP 3 - A19 INVOICE YOUCHER

R LRECT RATE: Currently set ty use the rate.

Change ta: Unrastricted Restricted Mone - 0%

|

@ Dane \ ‘ﬂ Local intranet

The designated coordinator\will now type in any comments they wish to communicate with the MAA
staff, and press the “Approve Time” button. The districts time sheets for the selected quarter are NOW
LOCKED. No one can alter the time entry for the approved quarter. It is now MAA’s responsibility to
review the district’s time entry.

Step 2: MAA Reviews the Time

The district approves their time, and MAA now reviews the submitted time. The review page will now
look like below;

STEP 1 - SCHOOL DISTRICT REVIEW

Approve Tirme

Date of Action Action Status fakenBy _______ ___________ [Comments |

&/7/2004 4:12:00 PM Approved jeleaver@osd, wadret, adu
STEP 2 - MAA PROGRAM REVIEW
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There are only two possible outcomes. Either MAA will approve the time, or MAA will reject the
submitted time and submit questions to the coordinator for further explanation and clarification. Either
way, an e-mail is sent to the coordinator stating what action MAA has taken (Approve/Reject).

If approved, the designated coordinator now proceeds to Step 3.

If rejected, the time sheets are UNLOCKED and the coordinator approval is invalidated. It is now up to
the coordinator to address the questions or concerns MAA has posted and possibly e-mailed to the
coordinator. When the issues are answered (comments in the coordinator approval), the designated

coordinator will again “Approve Time” for MAA review.

A reject review will look like...and the coordinator will receive an email.

STEP 2 - MAA PROGRAM REVIEW

Pending Action

Date of Action Action Status
79/ 2004 1:27:00 PM Rejecad

Step 3: The district prints the A19 invoice and the accompanying backup report after
MAA approval.

STEP 3 - A19 INVOICE YOUCHER

The district reviews, and signs the A19 invoice. The backup report must accompany the signed invoice.

Step 4: MAA Records when A19 has been submitted for Payment

MAA will post to this area when the invoice has been submitted for payment.

STEP 4 - MAA FISCAL PAYMEMNT STATUS

Approve
Date of Action Action Status Comments |
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Calendar

This is the tool for maintaining your organization’s calendar for issuing timestudy days. Since holidays
and breaks are the only time exempt, it is important to record these so MAA does not issue a timestudy

day for these them.

A couple of highlights to remember:

1) ONLY add holidays. See MAA instructions regarding other days.

2) There is a day counter to the right of the quarters list. This will help verify the calendar is correct
by showing the number of workdays between the start and end date. The start and end dates are

included in the count.

3) The visual display of the calendars is displayed below. An “x” in the day indicates a workday

(including In-Service days, professional days, and all contracted days).

4) 1If the timestudy days have been assigned, the calendar for that quarter and prior is locked.

<} Washington Medical Assistance Administration - Microsoft Internet Explorer,

File:

Qe - O ¥ 2

September 2003

Edit  Yiew Favorites Tools

Help

- — n
N\ ) I . ; =~
NS Search 1. Faworites ﬂ‘ Media {3

e

December 2

e i ]

nn3

o

oo

iz

14

20

21

22
Winter
Break

23
W inter
Break

24
Winter
Break

25
Winter
Break

26
W inter
Break

27

28

1
3 4 5 & 7
2 k3 ® " k3 ® ®
i1
10 iz 13 14
El w Veteran's " w W 135
Doay
17 is i9 20 21
i3 k3 ® " k3 ® 22
28
24 25 26 27 -
23 ’ .. [Thanksgiving| 29
# |Christrnaz| ¥ [Thankzgiving, Bepeley
30

29
Winter
Break

30
W inter
Break

31
Winter
Break
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How to Add a Holiday or Break to the Calendar

Directly above the calendar display is a list of holidays and breaks that should look similar to this:

& | Washington Medical Assistance Administration - Microsoft Internet Explorer :”E'E'
i :l

: File Edit \View Favorites Tools Help i
: \ A =) A 2 3 e = ki
: - ) e ; N L3 : 2 S
e Back J \ﬂ @ | lj 7 Search “‘}/\( Favarites @ Media {‘} == & Links
~
JEE I'mi[.llll State Department of Soclal & Health Services
MEDICAL ASSISTANCE ADMINISTRATION
WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH
HOME |PROFILE DATA| [TIMESHEETENTRY | | REVIEW | cALENDAR | REPORTS | cONTACT US| SIGN OUT | MAA ADMIN
QLYMP LA
SCHOOL DIST B
SCHOOL DISTRICT CALENDAR INFORMATION 2003-2004 111
Quarters (nmestudy):
Quarkter 1 932003 103172003
Quarker 2 iz/1/z003 2272004
Quarker 3 3172004 S/31/Z004
Quarker 4 &/ 162004 g/31/z004
Add Mew Calandar Itermn
 Donn  Tocecpton  Jotatoate oo | ]
Jdanuary First 1/14/z004 Delete
February Midwinter Break 2/1e/2004 2/20/2004 Delete
April Spring Break 4/1z/z004 4f16/2004 Celete /
June Last Day &/15/2004 &/15/2004 Delete
Septernber First Day 93 2003 Delete
December Winter Break 12/22/2003 1/z/z004 Celete
KET: ¥ = School Day
September 2003 October 2003
- 1 > 2 2
&) &J Lacal intranet
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Step 1: ADD
Click on the Add New Calendar Item button. A new row should appear and display as follows:

<3 SchoolCalendar - Microsoft Internr:t Explorer |Z”E|['>__<|

© File Edit ‘View Favorites Tools/ Help ,'

@Back < J \ﬂ j _h /.__\J Search “3':'\'( Favorites @Media -e} <]~ .,:; _J ﬁ éLinks

53

A

Step2: ADD

Day Description: Start Date:
Fall Break hdll = February 2004

1
8
15
22 23 24 25 26 27 28
29

February Midwinter Break 2/16/2004 2/20/2004
April Spring Break 4712/ 2004 416/ 2004 Celete
June Last Day &/15/2004 Delete
Septernber First Day 932003
Decernber Winter Break 12/22/2003 1/2/2004

End Date:
= February 2004

Select a descriptor from the drop-down selection list (Day description drop down near the center
of the screen).
Use the calendar controls for the start

d end date columns to set the dates. The arrows at the top

left and top right of the orange/red ca
correct month, click on the desired d
selected the days, you are ready to
to the sample below:

<2 SchoolCalendar - Microsoft Internet Explorer

: File Edit Wiew Favorites

Tools  Help

(Note: Eag

BN=ISE

re at the
you have
ould look similar

Save Cancel

[ ont——peccpin |

May Break R

Stert Date

May 2004

dpate |

February Midwinter Break 2f16/2004 2/20/2004
April Spring Break f12/2004 4f16/ 2004 Delete
June Last Day &/15/2004 Delefe
Septermber First Day 93¢ 2003
December Winter Break 1z/22/2003 1/z2/2004
Day Description: Start Date: End Date:

May 2004

Description is entered, and days are selected (shown in purple).
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Step 3: ADD
Now click on the Save button to the left of your entries. Wait for the screen to repaint for the display to
refresh with the updates. The display is reset and the calendar days now look like this.

A SchoolCalendar - Microsoft Internet Explorer,

. File Edit Viewm Favorites Tools Help i 'l
: : " = e X N T ; »
e Back ~ () x ,,: f Al P ) Search 7 Favorites -@ Media E} = 'ﬁ  Links
Add Mew Calendar Item G
I N e P v o e I
February Midwinter Break 2162004 2/20/z2004

April Spring Break 4/12/2004 4162004 Celete

May May Braak Sf27FE004 S/ 282004 Delste

May May Braak 5/27/2004 5/22/2004 Delete

June Last Day &/15/2004 Delete

September First Day a3/ 2003

Decernber Winter Break 12/22/2003 1/2/2004

You can see the new May Break entry located on the third line.

How to Edit or Change a Holiday/Break for the Calendar

Step 1: Edit
Choose the day that you need to change. Choose the new May Break just entered. Click on the Edit
button to the left of the day. Wait for the screen to refresh and it now looks like:

<} SchoolCalendar - Microsoft Internet Explorer

© File Edit Miew Favorites Tools  Help

eBack < d \ﬂ \g h /.._\J Search ‘}'":'\':(Favorites @Media 6‘} <~ :,; _J 'ﬁ

Add Mew Calendar Itern e
February Midwinter Break 2/16/2004 2f20/z004
April Spring Break 4/12/2004 4/16/2004 Delete
Update M3y May Break < May2004 >M< May2004 [

May May Break S5/27/2004 S5/28/z2004 Delete
June Last Day 671572004 Delete
September First Day 932003
Decernber  Winter Break 12/22/2003 1/2/2004
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Step 2: Edit

It now looks just like when you are entering a new day. You can change the days. The new selections are
seen below.

-2 SchoolCalendar, - Microsoft Internet Explorer = |;||§|[z|
.:l

: File Edit View Favorites Tools  Help i

eBack - J \ﬂ @ _-_;\_| /I__‘J Search “‘g'/n‘\':(Favorites e

Add Mew Calendar Item
CEEEEE s [oescrotonstrt st EndDate -

»

“ @ R-HEBL)B e

February Midwinter Break 2/16/20d4 ZiZ0/2004
April Spring Break 41242004 4f16/2004 Celete
May May Bresk <  May2004 > May 2004 > [IEEES

May May Braak 5/28/2004 Delete
June Last Day BY15/ 2004 Delete

243/ 20Ds
Decernber | Winter Braak 12/22/2003

September First Day
1fz/z004

Step 3: Edit

Now, when you are sure of your selection, click on the Update button on the left side of the row and your
changes are made.

<2 SchoolCalendar - Microsoft Internet Explorer E |:||§|

- Eile Edit  Miew Fgvorbes Tools  Help

X
:’:
eBack - d \ﬂ @ _-_:\J /I__\J Search \F/I“\':(Favorites eMedia 6‘} [_'\:v .,___’\; _J :’i éLinks

Add Mew Calendar Item N
o Jomecrpton st T

3

February Midwinter Break 216/ 2004 2fz0/2004
April Spring Break 4712/ 2004 4/16/2004 Delete
May May Break 526/ 2004 S/28/2004 Delete
June Last Day 6/ 15/ 2004 Delete

Septernber First Day /32003

Decernber Wwinter Break iz/zz/z003 1/z/z004
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How to Delete a Holiday/Break from the Calendar

This is simpler than the previous options. In this example, you can delete the First Day previously added
and edited.

<A SchoolCalendar - Microsoft Internet Explorer E |_'_ _||_'I:| |r5_<|
© File Edit  Miew Favorites Tools Help i *'
- .—\J .-|L —~ it ‘{ . »
: - J ~’ i i £ - ! L
; e Back. </ \ﬂ \g f lj 7 Search . Favorites @ Media €3 [\ =" & ; Lirks
Add Mew Calendar Itemn L]
[ [dootn  lbecpton  lstrtpate  endbae ||
February Midwinter Break 2/16/2004 2fz20/2004
April Spring Break 4/12/2004 4/16/2004 Delete
May May Break 5/26/2004 S/28/2004 Delete
June Last Day 6/15/2004 Delete
September First Day 9/3/2003
Cecernber Winter Break 12/22/2003 1fzfz004

If the day is not locked (because timestudy days were issued for this quarter), all you need to do is click
on the Delete button located on the right hand column, in the same row as the day you want discard.
When you click the Delete, the day disappears, the screen refreshes and the day is gone.

<A SchoolCalendar - Microsoft Internet Explorer E r'_”E'E'
© File Edit  Miew Favorites Tools Help -:f
2 \ A, =y . N ™| : il
e Back - </ \ﬂ \g f lj 7 ) Search . Favorites @ Media 6} [\ - .,;_4 'ﬁ Lirks
A~
Add Mew Calendar Itern —
[ Do Joseorigton startoae Jedbae |
February Midwinter Break 2/16/2004 2fz20/2004
April Spring Break 4/12/2004 4/16/2004 Celete
June Last Day 6/15/2004 Delete
Septernber First Day 9 3/2003
Cecernber Winter Break 12/22/2003 1fzfz004
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Reports

Reports is the menu item for getting summarized information from the system. The report selections row
is a menu of links to the listed report options.

Remember: ** Verify the School Year being reported.

Time Study Dates: S e . -
This report displays all the assigned time _ SRS ¥
study days to-date for the current school 8 = lighington State Department of Soctal & Health Serlces
year MEDICAL ASSISTANCE ADMINISTRATION

: WASHING TON MEDICAID SCHODL-BASED ADMINISTRATIVE MATCH

Welcome June Cleaver

Time Detail By Staff:

Depending on your selection and user type,
this will dlsplay either a selected staff ADMINISTRATIVE MATCH REPORTS - DISTRICT COORDINATORS CANCEL
members time or all staff.

AFF & SECURITY | TIMESHEET ENTRY |APPRO CALENDAR | REPORTS | COMTACTUS | SIGNGUT | ADMIN | HELP

School Distric: OLYMPIA SCHOOL DIST 111

Filter Rules:

. . School vear: 2003-2004
Coordinators: All District staff. Shange To vear| 2003-2004 v
Building Coord..' Bulldlng Staff REPORT SELECTIONS:
. . . Tirnestudy Dates | Tirme Detail by Staff Building Detail
Staff User' ONLY thelr tlme' Tirne Surnrmary Staff Contract Detail Staff Clairning Time with Fed Contracts
Review/A19 Errors ‘ Review/Draft 419 Backup Report

Time Summary:

. . . . Please select a report from the links above.
This is the ONE line summary of time
entered for each staff member. Filter rules
apply. STAFFfTIME DETAIL

Run Report For: | <-- Select --= "

Building Detail:
This is a detail listing of time reported by building, by day with a district total. Filter rules apply.

Staff Contract Detail:
This is a report by selected staff or ALL staff. It prints out the contract details seen on the staff and security menu.
Be careful, print the detail for all staff could be quite large.

Staff Claiming Time with federal Contracst:

This report shows staff members that have program codes classified as “federal” in the OSPI manual. These are not
eligible for AdMatch, and should be removed.

Review/A19 Errors:
This report shows staff with errors in the contract detail lines that will exclude the staff member from being listed
on the A19.

Review/Draft A19 Backup Report Detail:

This is a draft copy of the A19 backup report. It is available for the coordinators to run and review prior to the
actual review and approval process. Good tool to evaluate time reporting and contract issues.
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To Retrieve Timestudy Dates: Coordinator ONLY

Click on the Timestudy Dates link. The screen will repaint and the display should look similar:

A Washington Medical Assiiitance Administration - Microsoft Internet Explorer E EI[EWZ'
¢ Fle Edit Miew Favorites [ Tools Help :;’

QBack . > \ﬂ \EL| _;_\J /.__\: Search ‘j’\'{:JFavorites @Media {4\2 - \.j’_ E ‘i’i éLinks

HOME | PROFILEDATA | TIMESHEETEMTRY | REVIEW | CALEMDAR PG o 5 SIGN OU 5

33

QOLYMPIA SCHOOL DIST 11
REPORT SELECTIONS:

ADMINISTRATIVE MATCH$PDRTS CAMCEL HELP

Timestudy Dates | Review Approwsl Ststus Report| A19 | Stsff Listing | Profile Report

Print thiz Page

W A Medicaid School-Based Administrative Match
Online Web Application Report

Timestudy Dates
OLYMPIA SCHOOL DIST 111
2/17/2004

Quarter 1 9/3/2003 - 11/30/2003
Timestudy Dates:

Quarter 2 12/1/2003 - 2/27/2004
Tirnestudy Dates:
12/9/2003 1z/18/2003 17/ 2004 1/23/z2004 2f9fz004

Quarter2 2/1/2004 - 6/15/2004
Timestudy Dates:

Quarter 4 6/16/2004 - 8/31/Z004
Tirnestudy Dates:

Now, click on the Print This Page button, located at the top right of the timestudy display. This will take
you to a print page. If the print dialog box does not display, click on File | Print and print the report. This
is intended ONLY for the coordinators to coordinate timestudy days.
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Coordinator Admin Functions

There is an “Admin” menu item on the red menu bar, near the right hand side. This is only for
coordinators. There are settings that affect your district usage of the AdMatch system.

Time Sheet — Data Entry Date Filter

MEDICAL ASSISTANCE ADMINISTRATION
WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH
Welcome June Cleaver

LRITY | TIMESHEET EMTRY REVIEW CALEMCAR RE| = AL o[ L=l ADMIN HELP

COORDIMATOR SYSTEM OPTIONS

TIME SHEET - DATA ENTRY DATE FILTER
Currenty setat 0 days.

[ =
Change to:| 0 ™| | gave Change

Description:This feature lets the coordinator set a filker for Step 2 in the "Timesheet Entry" screen, If set, the dropdown list of
auailable time study days will show only those days that are withint he option setting above.

Example: If option set to 20 days, only the time study days within the last 20 calendar days, will appear in the dropdown list
az options. If set to zero, the option is disabled,

Purpose: If the coordinator wants to encourage timely data entry, or wishes to dizallow data entry or revision of past time
study days, this feature allows that option,

This feature is for controlling access to past time study sheets. Zero means it is NOT turned on.

Time Sheet — Default Paid Time

TIME SHEET - DEFAULT TOTAL PAID TIME
Currenty set at 6__ Hrs _IJ__ Min._

| Hes 'U V‘ Min [ Save Change

Change to:

|

Use this setting to create a default entry for new time sheets. If most staff have a paid time of 7.5 hours, setting this
to 7 hours, 30 min, will save some time when entering new time sheets, for the paid time will be entered already.

Indirect Rate

This is where the district INDIRECT RATE

1 1 _OQuarterl OQuarterZ OQuarterS OQuarter4
f:oqrdlnator chooses which Quargers =40
indirect rate to use for the A19, /
for the selected quarter/year. | Curvently set tgse the 5 rabe-O

. Change to: Unrestrickad Restricted Mone - 0%

You sselect the quarter, and (?1101(
submit to see current selection.

Next, select the indirect option,
and Save Change.
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Contact Us

This is the tool that sends an email to MAA staff. Why should I use this instead of a regular
email? The message is logged and delivered to a shared email folder that is checked several times a day
by more than one person. If you only send to an individual, they may not be in the office, and therefore
your email could get delayed or missed. But, if you use this tool, you will get a timely response. This is
where you would request new timestudy days, pose questions, provide feedback, or whatever. This will
aid you, in that MAA will be better able to track your correspondence and provide timely service.

The screen should look like the one below:

3 Washington Medical Assistance Administration - Microsoft Internet Explorer = |:||E|r>__<|

: File Edit \View Favorites Tools Help

L8

J

eBack - \_) \ﬂ @ _h /I_-\J Search “51:( Favarites GMedia 6‘3 [-:v :_\; _J ﬁ éLinks ”

Wa Mhlli-l.llll State Department of Soclal & Health Services
MEDICAL ASSISTAMCE ADMINISTRATION
WASHINGTON MEDICAID SCHOOL-BASED ADMINISTRATIVE MATCH

HOME |PROFILE DATA| TIMESHEETENTRY |  REVIEW | caLenpar | [REPORTS | [contacTus| sIGN out

& SEND FEEDBACK EMAIL

To: Medical Assistance Administrative Match Program

Message Body:

Send Mail

Directions:

Type your message in the message body box and press Send Mail. That’s it! You do not need to
try and keep up an address list if you use this tool.

@ Done

‘:-_-J Local intranet
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Sign Out

Closing your browser window MAY NOT be enough! Though it will close the window, there are still
possible security breaches remaining. The internet session on the server will not end for 60 minutes after

activity is ended.

Using the “Sign Off” menu option is highly recommended, and ensures the connection to the application
is terminated. This will ensure that if someone is on the same computer after you, the login screen cannot
be bypassed because of an open connection.

Go to the red main menu on top, and click on Sign Out.
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Appendix A — Document Update History

Version 1.4 4/2/2004 Brian Coolidge
v Revised section “Adding Staff”’. There was an error in describing how to, and an accompanying
application fix on 4/2/2004 to warn users of replacing vs: adding staff.
v Added sections on Managing Contracts.

Version 1.5  6/18/2004 Brian Coolidge
v Revised section “Reports”. Added the additional reports available.
v' Added section “Review” and approvals.
v Added section “Admin” for coordinator system options.

Version 1.6 7/15/2004 Brian Coolidge
v’ Section “Reports”. Added description of “Staff claiming time with Federal Contracts”.
v" Section “Approvals”. Minor grammer.
v’ Section “Staff & Contracts”. Added topic “Deleteing staff and contracts in bulk”. Minor editions.
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